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FOREWORD
The purpose of this handbook is to assist State, District, and School personnel in imple

menting the Improvement Component of Foundation Program Assessment and Improve-
ment Syitern (FPAIS):?

The Foundation Program Assessment and Improvement System is the Department of
Education's comprehensive_ system for managing the curriculum. Based on The Mester-Plan
for Public Education in Hawaii (1965), the Foundation Program assists schools in carrying
qut the commitments of public education ik Hawaii.

The primary intent of the Foundation Program AsSessment and Imprqakement System
is to improve instruction for students. through systematic improvements in the Foundation
Program. AssesSments are implernented,'coordinated and related to curricylum,improve-
ments by this curriculum management system.

As described in the base-document_the system consists of an Assessment Component
. ...,

and an Improvement Component. The Assessment Component in turn consists of both
Testing. and Non-Testing elements, with emphasis on curriculum review and analysis._ In
addition tot design for curriculum improvement applicable. to all levels of the Department,
major principles to guide curriculum improvement in the Department are included.

-ti

. - Principle of Linkage witWAvailable Information
Principle of Multiple Initiatives and.Shared Responsibility
Principle of Improvement as Cha .gecl.Behavior
Principle of 'Incremental Change
Principle of ComMunication, nsultation and Involvement
Principle Of Resource Commitments According to Established Priorities
Principle of Utilizing Personnel. Expertise to the Fullest
Principle of Fully Utilizing External Resources
Principle of Accountability

The duties and responsibilities of various work groups for the improvement portion
of the Foundation Program Assessment and Improvement System are described and pro-
cedures for improving the Foundation Program are discussed in this publication. Because

rogram improvement is a shared responsibility involving all levels of the Department,
procedures for State, District, and School-Initiated improvements have been developed.

. . handbookt, This procedural handbook for curriculum improvement is the result of a Department-
wide effort:, Many individaals from the State, District School, University,-Professional and
Community sectors hate contributed substantial time and energies toward its development.

The further refinement of this publication will proceed as ongoing effort. Suggestions
for improving,it will be welcomed. -

Charles G. Clark
Superintendent

'Foundation Program Assessment and Improvement System, Office of fAtructional Services, TAO No. 77-4297,
October 1977
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.

A. OVERVIEW

The Improvement Component*delineates procedures and a structure of work groups
orisisting. of (1) Review and Dissemination work groups, and (2) others needed.

Especially at thq State level, these groups may be (a) Subject Matter, (b) Thematic, and
(c) Special Purpose work groups,,

The figure below illu aces the relationship between the Review and Dissemination
work group and -O work groups at each of the State, District and School levels.

Figura 1. Relationship of improvement Work Groups
Stmts. District. and SehoOl Unitas

Assessment
Data

BoE

SUPERINTENDENT

.S., 015

State Review &
Dissemination
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Superintendent

District Review
& Dissemination

AssessmentData-4

PRINCIPAL

School Review &
Dissemination-
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Improve. ,

mem Work
Groups an

needed



DESCRIPTION OF WORK GROUPS

1. Review and Dissemination Work Groups
State Review and Dissemination .

The duties of the State Review and Dissemination work group are to carry out
assignments from the Assistant Superintendent of the Office of Instructional
Services, to recoinmend improvement activities and priorities in light of state-
wide conditions and needs, and to assist in the coordination of State assessment
and improvement efforts.- M mbership consisting of a wide range of expertise,
and professional .backgrou is recommended.. The following composition is
suggestive only:

Composition

DeOuty Superinter de
015 Directors
Office of Library ery
Office of Personn I S
Office of Business Se
Budget Branch Repre
Planning & Evaluation
Management Audit Br
Public Relations Bran
UH, College of Educat
UH, Curriculum Resea
Teacher Representativ

es RepreSentative
rvices. Representative
ices Representative-

entative
Branch Representative
nch Representative
h Director
on Representative
ch & Development Group

School Advisory Coun it Representative
Elementary Principal
Intermediate Principal
High School Principal
FPAIS Coordinator
Assessment Project Coordinator
Community Regiresentalive
Student Representative
Hawaii Congress of Par nts & Teachers Repr
Public Library Representative

Schedule

A meeting scheduled every other month and

Distr ct Review and Disseminati

The duties of the District Revie
for coordination of State-Initiat
Within the District,- to recomme
District Superintendent in light
nate District assessment and im

n

and Dissemination work group are to provide
d and School-Initi,ated improvement activities
id improvement activities and priorities to the
f District conditions and needs, and to coordi-
rovement efforts.'



This District work group shall arran e for improvement work groups as needed.
If- testing data are required, it shall arrange for testing through the District
Superintendent.

Composition

The District FPAIS Review and Dissemination, work group-may be an
existing -work group in the District office, with modifications made in the
copposition to achieve a wide base of interest-and representation in cur-
riculum improvement efforts within the District. It, is suggested that the
membership include the Deputy District Superintendent, representatives
from the various work units among the District staff, principals, teachers,
students, and community representatives.

Schedule

A schedule of meetings every other month and as needed is
recommended.

School ReSiew and Dissemination

The duties of the SchOol RevieW and Dissemination work gitup are to provide for
coordination of State-Initiated and District-Initiated .improvement activities at
the school level, to recommend improvement activities andpriorities to the Prin-,
gip& in light of school conditions and needs, and to coordinate school assess-
ment and improvement efforts.

The School Review and Dissemination work group shall arrange for improvement
work groups as needed. If testing data are -required, it shall arrange for testing
through the Principal.

Composition

It is suggested that membership include representation frofn school
administration and support services, subject and grade 'level chairmen,

ants, parents, and community representatives.

Schedule

A schedule of. meetings every other. month and as needed is
recommended.



Other. Work Groups

The work groups described in this section are appropriate especially at the State
level. However,- this shquld not Preclude their creation at she School or District
levels_ according to need,

Subject Matter Work Groups

The duties and responsibilitiesare as follows:.
1) Review and analyze information related to the subject area:

DOE publications on the Foundation Program and Foundation Program
objectives ,
DOE publications related subject areas,. &reifies, topics
Assessment informatiorf 4

Other data from districts and schools

CUrriculum theories and program models at the state national and
international levels relevant to the subject area.

2) Formulate improvement recommendations relating to:
Development or revision of program guides and resource materials
Change strategy to be implemented (or suggested mix of strategies)
Program improvement activities to be -conducted, including pilot-.
testing of promising programs and coordination'of subject area program
with other subject areas, themes, or topics.

Monitoring and evaluation provisions
3) Present Improvement recommendations to State Review and Dissemina-

tion work group for appropriate action.
4) Monitor and review implementation of State improvement activities.

Composition

Content Area Program Specialists)
District Curriculum Specialist(s)
Teacher Education Specialist(s)
Academic Scholars
SchoorRepresentatives
Student Representatives
Parents

Thematic Work Groups

The duties and responsibilities of these work groups are to:
1) Consider the study of the thematic area in the State curriculum.
2) Advise and assist the Office of Instructional Services in providing State

direction, programMing, and coordination for the thematic area.

6



If necessary develop a framework for the Thematic areaincludingla)
tionale, (b) goals and objectives, (c) gUidelines and suggestions for con:
,tent, activities and strategies, (d) materials, (e) examples of exemplary
programs. # 7

Formulate and implement a plan for a eying. the objectites of the
framework.

Composition

Content Area Program SPecialist(s)
District Curriculum Specialist(s)
Teacher Education Specialist(s)
Academic Scholars
School Representatives
Student 'Representatives
Parents

Thematic Work Groups

The duties and responsibilities of these 1.A. drk'groups are to:

Consider the study of the thematic area in the State curriculum.

2) Advise and assist the Office of Instructional Services in providing State
direction, programming, and coordination for the thematic area.

3) If necessary develop a framework for the Thematic area including (a) ra-
tionale: (b) goals and objectives, (c) guidelines and suggestions for con-
tent, activities and strategies, (d) materials, (e) examples of exemplary
programs.

Formulate and implerhent a plan for achieving the objectives of the
framework.

CompOsition

Content Area -Program Specialis
District Curriculum Specialist(s)
Teacher Education Specialist,
Academic Scholars
School Representatives
Student Representatives
Patents

Special Purpose Work Groups

TWduties and responsibilities of these work grdups are to:

1) Provide assistance to the Office of Instructional Services and recommend
improvements in selected areas which are neither Subject Matter nor
Thematic area.



Advise and assist the Office of InstrOctional Services in providingState
direction.and coordination for .the Special Purpose area

Composition

The attempt has not been made to specify the composition and
operation of these work groups, since there are a great VIversq.
of issues and topics which could require their creation.
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A. PROCEDURES FOR STATE-'INITIATED CHANGE:

FULL STATEWIDE DELIVERY OF IMPROVEMENT PROVISIONS

The criteria for selecting the State - Initiated. Change Strategy are the detection and
analysis of a high priority 6urriculum need with statewide irripli_cations'and,the decisiori
that this need can best be met through the development and delivery of improvement
provisions on a statewide basis. If the improvement provision consists ola program or
program element, the concept of delivery includes research and development as needed;

'provisions for student and teacher materials; and furnishing of arPhecessary services to
support installation, including inservice of personnel and field consultation.

The following figure indicates the major activities in the State-Initiated Change Strategy
and the IT approval points in relation to the activities,

Figure 2 ate-Initiated Change Strategy

Determine High
Pttor,-(ty Statewide
Program Need

L

Identify & Compare
Alternatives for
Meeting Need

Prepare & Present
. Recommended
Alternatives

Select Best
Alternative for
Implementation

Develop Alternative
Selected

Develop Plan for
Statewide
Implementation

Key Approval
Point

Key Approval
Point

Key Approval
Point

Implement Key Approval
Point

Evaluate Key Approval
Point
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Approval of recommended alternative
by A.S. of 01S; Superintendent and
BOE as necessary. -

Approval of detailed development plan
by A,S. of 01S; Superintendent and
BOE as necessary. If design/development
required, approval of agency to develpp
program.

Approval and adoption of irnplementation
plans by AS of 015; by Superintendent
and BOE as necessary.

AdoptiOn of implemOtation plans by
Superintendent anc1130E as necessary:
approval of major/modifications of imple-
mentation plans/adopted.

ApproVal 0 progress and evaluation
reports.



The section which follows identifies major: impro vement work phases in relation to, the
duties and responsibilities of State, District.and School staff in the implementation of the
Statellnitiated Change Strategy.

_Work Phases: (1) IDENTIFICATION'AND ANALYSI S OF PROGRAM -NEEDS
(2) ANALYSIS, SELECTION AND RECOMMENDATION OF SOLUTION ALTER-,
NATIVE(S)

duties and R ponsibilities,

STATE

G

Utilize Improvement work groups, technical staff,'other resource personnel and agen-
cies, and informaocin om S ool-Disqict-State levels to plan and coordinate the anal-
ysis of needs for the.program area and the reviewing, anal zing, and formulating of
improvement recommendations.

2. Provide feedback to Districts and Schools as-appropriate.

DISTRICT

1. Provide' repreSentation on State Improvement wor ,groups as requested.

2_ Provide cOnsultatier and input rito Skate analysi of needs and program review.

3_ Arrange :16r schogl consultation dInput into ate analysis of needs and program
review-

Frovicle'Jeedback to schools as appropriate.

H004-

representation on State Improvement work groups as requested.

-ProS!ide District Office with appropriate school information in carrying out need anal-
_YsiS and program review.

Work Phase: (3) DEVELOPMENT OF ALTERNATIVE SELECTED (IF DESIGN OR
DEVELOPMENT IS REQUIRED)

STATE

1. Arrange for project consignment to appropriate agency to execute -developmental
tasks~ preparation of detailed development plan, design validation, materials develop-

:

ment, field-testing', revisions, and other appropriate activities.

Maintain oliaison with project; consult and advise; monitor and review project status;
dissieMinate project infdrmatioci to Districts and Schools.

3, , Assist in planning, conducting field-trials, and other appropriate developmental activ-
ities. Provide feedback to Districts and Schools.

12



D TRICT
1. Coordinate District and School involvement in developmental activities as appropriate,

such as field-testing.

2. ASsist in orientation of school personnel to project.

SCHOOL

1. -Provide field-test sites and trials of project materials.

2. Provide requested feedback to project personnel.

Work Phase,: (4) DEVELOPMENT OF IMPLEMENTATION PLAN

Duties and Responsibilities

STATE

1 'Work closely with Districts and appropriate resource agencies to deVei ip implementa-
tion plan consisting of objectives; installation time frame and scheOule; personnel,
budget, and logistical reuirements; support services; evaluation.

2. Provide District personnel (including teacher leadership group) with orientation on the
implementation plan.

3. Provide feedback to Districts and Schools as appropriate.

DISTRICT

1. Provide State with District information requested for the preparation statewide
implementation plan. .

Arrange for school involvement on plan; provide feedback to schools as 41t) prop r late on
the results of their Involvement.

Identify teacher leadership group for District implementation Of State -iri'plementation
plan.

Provide orientation to school personnel. 1

'.1Assist school in orientation of
vb.

parents and the community. on impleme ion.

SCHOOL

Provide District with schoo4 information requested for the preparation o1,tlle,S
implementation plan.

Assist District-Office in.identifyin teachers to provide leader ship during 0)e. g.tatewide

a ewide

implementation of the plan.,

Orient parents, students and the community on the statewide implementiitjjr plan.



Work Phase: (5) IMPLEMENTATION OF THE STATEWIDE IMPROVEMENT PLAN

Duties and Responsibilities

STATE

1. Use District consultants and needed resource agencies to provide for statewide leader-
ship and coordination of all phases of the installation effort.

Provide consultation- and direction to District perSopel and District teacher leader
ship group.

3. Monitor District progress on the statewide installation.
4. Prepare-management reports.

5. Pr vide installation progress information to-Districts, schools, and public.
6 Coordinate any needed revision of the installation plan.

DISTRICT

1. Provre District-wide leadershiP and coordination on the statewide installation.
2. Assist in inservice Activities frirthe installation plan.
3. Provide needed consultation t State personnel during installatibn effort.
4 Provide (with teacher leadership group) needed field cOnsultation and assistance to

schoOls.

Arrange for school involvement in the installation effort and proVide feedback to schools
as appr6priate.

. Provide periodic progress reports-to State personnel for management purposes.

Assist schools in,keeping parents ar)d the community informed on the progress of he
statewide installation. ,

SCHOOL

Participate in inservice activities for the program.

2, Install the program in schools.

3. Adapt the program to fit-particular school conditions and needs.

Provide. needed consultation and, information to District Office during installation
effort.

5. Keep parents and the community4 inforred on the school's progress on the.state

14



Work Phase (6) EVALUATION DF THE STATEWIDE IMPROVEMENT PLAN

Duties and Responsibilities

STATE.

1. Plan. and carry out quality control. provisions for statewide installation effort.

2. Monitor the installation statewide.

3. Ev luate installation pffort.-

4.- Provide feedback to Districts and Schools oh evaluation results.

Recommend re-study if program no longer peets statewide needs.

DISTRICT

1 Provide needed consultation to State personnel on quality control provisions.

'Provide State with school reports as requested.

3. RecOmmend re-study if program no longer seems to meet school needs.

SCHOOL

1. Provide District with school reports as requested..

2. Provide assistance and cooperation on all pha 'ses of evaluation efforts as requested.

15



S. PROCEDURES FOR DISTRICT-INITIATED CHANGE:
SELECTION OR DEVELOPMENT OF DISTRICT IMPROVEMENT PROVISION
The criteria for selecting the District-Initiated Chang_e Strategy. are the detection and
analysis of a high priority curriculum need within a Dis,,rict and the decision that this
need can best be met through the development and de ivery of District improvement
pkwisions_

The major activities in .the District-Initiated Change S rate and h,!_ key approval
points in relation to the activities are contained in the fig e below.

Figure 3. District - Initiated Change Strategy

District-initiated Change Process

Determine High
Priority District
Program Need

Identify & Compare
Alternatives for
Meeting Need

Prepa(e & Prese
Recommended
Alternatives

Select Best,
Alternative for
Implementation

Develop Alternative
Selected

Develop Plan, for
Districtwide
Implementation

Implement

Evatua e

Key Approval
Point

Key Approval
Point

Key Approval
Point

Key Approval
Point
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Approval by District Superintend-
ent to initiate study and analysis.

Approval by District Superintend3
ent of selected alternative

Approval by District Superintend-
ent fif developed alternative.

For detailed projeetVlans requiring
special funds: approval by District,.
Superftendent, State Superintend-
ent, Board of EducatiOn (inclusion
in Legislative Budget request).

Approval by District Superintendent

For adoption of program Within
current operating expenses: ap-
proval by the District Superin-
tendent.

For adoption of program which has
required or will require Special
funds: approval by District Super-
intendent, State Superintendent,
Board of Education (inclusion in
Legislative Budget request).



The section which follows identifies major improvement work phases in relation to the
duties and responsibilities of District, School and State personnel,

Work Phases: (1) IDENTIFICATION AND ANALYSIS OF PROGRAM NEEDS
(2) ANALYSIS, SELECTION AND RECOMMENDATION OF SOLUTION ALTER-
NATIVE(S)

, Duties:and Responsibilities

DISTRICT

1. Take initiative in identifying special District needs deserving coordinated study and
action on a District-wide basis. Notify State of intent as appropriate.'..

2. Invite school involvement and participation in anticipated District improvement effort.

Organize and schedule inter-school committee fix further analysis of problem area and
consideration of improvement alternatives.

Provide inter-school committee(s) with available information concerning needs and
existing or anticipated program ideas related to needs.

Coordinate special studies, data gathering and/or purchase of materials needed by the
committee as necessary.

Suggest and coordinate use of specialized resource agencies for onsultation and assist-'
ance:

Request assistance of appropriate State personn& at any Stage identification and
analysis of need, program review, and identification and stile ion of alternatives.
FoRard selected alternative through the District Superintend to the State Superin-
tendent for review-. .

Provide 6- k to schools on alternative selected.

SCHOOL

1. Provide committee representation and participate in all phases of District improvement
effort: identification and analysis:of need5,.review of program, identification and selec-
tion of alternatives.

Provide consultation and advice to District on comm ttee matters.

Cooperate in surveys and supply data rgquested by _i)striot.

STATE

1. Provide needed consuliation and assistance to District in identification and analysis of
needs, review of programs, identification and selection of alternatives.

2. Facilitate-tontacts with needed external resource agencies in State or nation.

17



Work Phase: (3) DEVELOPMENT OF ALTERNATIVE SELECTED

DISTRICT..

1. Prepare plans for developirig the alternative selected.`
2. Coordinate-the implementation of all aspects of the plan.
3. Arrange for use of specialized resource agencies as needed. Request assistance of appro--priate State personnel.

4.. Provide feedback to -schools on plans.

SCHOOL

1. Provide assistance to District upon request in developing the alternative selected.
2. Provide test sites, as necessary.

STATE

1. Review and study District plans from the State perspective. Suggest changes if neces-
sary.

Facilitate contacts with needed external resource agencies in the State or nation.
3. Disseminate_tnformation statewide on District efforts

Work Phase: (4) DEVELOPMENT OF IMPLEMENTATION PLAN

DISTRICT

1. Work closely with schools and-State as appropriate to develop implementation plan
consisting of ob- ctives; installation time frame and schedule; personnel, budget and
logiStical require ent8; support services; evaluation.
Provide orie to n'to schools on the implementation plan.

3. Coordinate we 4 State as appropriate_

SCHOOL

1. Provide school level input and assistance in developing the implementation plan.
2. Participate in orientation activities.

STATE

1. Provide - technical assistance to District as requested in developing the implementation
plan.

'If project requires special funds and/or has been identified as having statewide significance forward plan
through District Superintendent to StatfipSuperintendent. Use Project Management System (PMS) format.

18



Work Phase: (5) IMPLEMENTATION 0

'Duties and Responsibilities

DISTRICT

DISTRICT IMPROVEMENT PLAN

1, Provide District leadership and coordination for all phases of implementation process.
2. Provide needed consUltation and directi C-1 to school personnel:

3. Monitor progress of District implernentati in and prepare management system reports.
4. Provide progress information to State and schools in the District.

SCHOOL

1. Implement all phases of the improvement plan in schools. Adapt implementation to fit
particular school conditions and needs.

Provide District with feedback on the stat s and progress of thelmplementation of the
developed alternative at the school level.

STATE

Provide technicaL,assistance and support o District as needed.

Disseminate information statewide on District improvement plan.

Work Phase: (6) EVALUATION OF THE DISTRICT-WIDE IMPROVEMENT PLAN

Duties and Responsibilities

DISTRICT

1.. Assume leadership in evaluating the effectiveness of the improvement plan.

2. Coordinate subsequent review of District" improvement efforts.

3. Recommend re-study as necessary.

4. Provide feedback to schools as appropriate.

SCHOOL'

1. Provide school level input aid assistance in evaluating improvement plan.

2. Cooperate in subsequent reviews of District improvement effort.

3. Recommend re-study according to school needs.

STATE

1. Provide technical assistance as needed.

2. Provide consultation on any subsequent re- study.

19



C.', PROCEDURES FOR SCHOOL-INITIATED CHANGE:
ELECTION OR DEVELOPMENT Or SCHOOL IMPROVEMENT PROVISIQNS

The criteria for selecting the SChool-Initiated change Strategy are the detetlion and
analysis of a high priority curriculum and instructional need at aiparticular school and
the decision that this need can best be met through school initiative and leadership.
At the school level, where dynamic local.needs arise within the statewide program, the
school may find various assessment and improvement models to be helpful in re,lating
the intention of the Foundation Program Assessment and Improvement System to
procedures which are more specific and meaningful for them. An intervention model
for assessing and improving the school's reading program is contained in the appendix.
The major activities inifhe School-Initiated Change Strategy and the key approval pointS
in relation to the activities are contained in the figure which follows.

Figure 4. School-Initiated Change Strategy

Determine Special
School Needs

Key Ppproval
Point

'Identify & Compare
Alternatives for
Meeting Need

Prepare & Present
Recomrnenfled
Alternatives

Select Best
Alternative for
Implementation

Develop Alternative
Selected

Develop Implemen-
tation Plan

Implement

Evalua e-

Key Approval
Point

Key Approval
Point

Key Approval
Point
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Approval to initiate study and anal-
ysis by Principal.

Approval of selected alternative by
Principal. (If special state or federal
funds are required by District Super-
intendent and State Superintendent).

If special funds are required, approv-
al by District Superintendent, State
Superintendent, Board of Education
(inclusion in Legislative Budget
request).

Identification by State Su intend-
ent of project having statewide
significance.



The section which follows identifies major improvement work phases in relation to the
duties and responsibilities of School, District and State personnel.,

Work Phis-es: (1) IDENTIFICATION AND ANALYSIS OF PROGRAM NEEDS
(2) ANALYSIS, SELECTION AND RECOMMENDATION OF SOLUTION
ALTERNATIVE(S)

SCHOOL

1. Take initiative in identifying school needs according to Foundation Program Objectives
and State policies or guidelines,

2. Organize work group(s) to conduct analysis of problernhrea(s) and. to consider improve-
ment alternativils.

3. Request assistance as apprdpri'ate from ,district /State /external resource agencies.
4. Select best alternative, Forward selected alternative to District Superintendent

review.

DISTRICT

1. Provide schools with information regarding new prdgram developments, including
general information on a routine basis and specially prepared bodies of information to
help particular school improvement efforts. 46

2. Maintain central collections of curriculum materials provided by State. for use by school
personnel in improvement studies.

Provide consultation services and assist school personnel in identifying and analyzing
needs, developing relevant alternatives and selecting alternative for implementatiorr

STATE

1. Provide needed consultation and assistance to DistriCt personnel working with schools
to identify and analyze needs, develop relevant alternatives and select alternative for
implementation.

2. Select, procure, distribute and update collections of curriculum materials maintained
in Districts for use ely school personnel in improvement studies.

Work Phase: (3) DEVELOPMENT OF ALTERNATIVE SELECTED

SCHOOL

1. Prepare plans for developing the alternative selected.*

2. Implement plans.

3. Obtain assistance from-District/State/external agencies as appropriate

if developing. the alternative7telected requires a major investment
to undertake the effort as appropriate.

21
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DISTRICT

1. Provide all needed assistance to school in developing alternative selected.
2. If State approval is required, provide assistance in preparing subsequent Project an-

agenient'System (PHIS) reports.

STATE

1, Provide technical assistance to schools as requested by District.

Work Phase: (4 ) DEVELOPMENT OF IMPLEMENTATION PLAN

SCHOOL

1. Develop implementation plan consisting of objectives; installation time frame, and
schedule; personnel, budget and logistical requirements support services; evaluation.
Involve District, as appropriate.

Submit implementation plan ,to District for review.

DISTRICT

1. Provide'donsultation as requested.
2 Review,,school implementation plan: provide feedback and support.

STATE

1. Provide consultation-a requested by District.

Work Phase: (5) IMPL EMENTATION OF SCHOOL IMPROVE

SCHOOL

1. Coordinate all phaSes of implementation process
4-'

2, Monitor implementation; nvke adjustments as necessary.adjustments
_,

DISTRICT

1 Examine yearly reports on school improvement ett6it. Respond as needed.
-Routinely compile information on school improvement efforts In 'District.(number,
type, scale). Include aggregated information of District improvement projects andforward to State Superintendent

STATE
or.)

Routinely compile informati n on school level improvement e
periodic summary reports to appropriate authoriti6s.

atewide, providing-

Disseminate information on new program developments statewide as appropriate.
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Work Phase: 6 EVALUATION OF SCHOOLIMPROVEMENT PLAN

SCHOOL

1. Evaluate irtprovement effort.

2. Pro Vide evaluation report to District.

DISTRICT

1. Provide evaluation assistance as apple to- school.
2. Review evaluation report and provide feedback to school.

STATE

1 Provide evaluathnn assistance.as requested by District-.

Review and respond to evaluation reports as needed.
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APPENDIX A

READING ASSESSMENT AND IMPROVEMENT PROCESS (RAID')
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-Appendix B. COORDINATION -,OF FOUNDATION PROGRAM ASSESSME
IMPFIOVEMENT.SYSTEM-WITN PROJECT MANAGEMENT

The 'Project Management System (MS) is based on the b_elietthat esearch an
serve as a primary igent for change in education. They are m_ eans by which in
be organized and financed in a responsible manner.
Within the' Department, research and development-function's are expressed
ous projeCts of varying purpose, scope, duration, and cost. The Project Mane
has been developed to provide a management framework for the Departmen
development efforts-. This system provides the policies, procedures and m
those who are engaged in research and development efforts-can exercise
responsibilities.

elopmeht
ions can

h numer-
nt System
arch and

s by which
managerial

Following is a summary of forms and procedures to be applied in using the Ffyyect Manage-men System in administering curriculum development projects within ,i FoundationPro ram Assessment and improvement System.

Project SpecificationForm -PMS-1

Purpose:

1. To reach explicit agreement on the objectives and scope of a Iroposed project.
2. To provide a baSis for the development of a detailed plan of pro ct implementation

in accordance with the objectives and scope of the Project ecification. Note:
Approval does not constitute an authorization to implement e project.

Responsibilities:

1. Initiation by head of the organizational unit from Which a foposal is made or to
which a projectis-assighed by high authority.

Review,and aption by next higher level of management.

Verification of project classification as contained in the -IFrolect Specification by
Management Audit Branch, Office of the Superintendent.

Procedure

1. Originating UnitPrepare 2 copies. Retain 1 and transmit original o next higher
level for review.

2. Next Higher Level of SupervisionReview and suggest/modifications as necessary.
Indicate approval/disapproval. Transmit Approved Project Specification to Man-
agement Audit Branch.

Project Plan Form. PMS-2

Purpose:

1 To provide a detailed and comprehensive plan indicating how he project is to be
implemented, completed and evaluated.

2. To secure authorization for the allocation and expenditure of project funds in order
to implement the project.
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Responsibilities:

1e initiation by head of the organizational unitidenfified in PMS-1.

Review and action by Supervibors above the project, unit and up to the appropriati
approving authority.

Office of. Business Services verifies availability of fund4 A

The fcrllowing- management levels are responsible for final approval of Project
Plahs_depending on the decision framework and installation scope of the project:

Installation Sco
Statewide
Districtwide
Cornplexwide
Schoolwide

BOE
-BOE
BOE
BOE

Superintendent
Superintendent
DS /AS` i
DS/AS*

`Superintendent's approval required if (a) project requires funds not
specifically appropriated and allocated to the' project, or (b) federal
funds required.

5. Assistance from appropriate State Office unit.

Procedure:.

1. Originating Unitfl 3 copies. Retain 1 copy and.transm it original and -1copy
to next higher level of Supervision for review.

2. Next Higher Level and all other Intermediate levels below the District or Assistant
SuperintendentReview and suggest modificatiOns as necessary. Transmit original
and 1 .copy to District or Assistant Superintendent, whichever the case may be.

Project Status ReportForm PMS-3

Purpose:

1. To provide concise information on status of project for management review.

2. To provide a basis for determining which, projects, require special attention.
Responsibilities:

1. Initiation by Project Director in accordance with the schedule contained inSection
K of Form PMS-2c.

2. Review by Supervisory levels above the designated project unit.

Procedure

1. Project Director prepares Form PMS-3. Retain 1 copy and submit 1 copy to each
Supervisory level up to and inclusive of the authority who approved Form PMS-2,
PMS-2A-2F).
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In addition,-submit 1 copy to Management Audit Branch
.Review.Review by Supervisory levels above Project nit to: (a) determine which-projects
,requ_ire spdcial attention, (b) determine who ons and actions can be taken at
management level.

Progress ReportForm PMS-4

Purpose:

1. To provide management with an in-depth report on the substantive results achiev-,
ed by the project before its completion.

Responsibilities:

initiation by:Project Director in accordance_ with the schedule contained it Form
-. PMS -2c.

2... FleView by all recipient management levels.

Procedure

1. Prepare.Form PiviS-4 and submit copies to all supervisory levels bP to and including
the authority which approved the Project Plan. in addition, -(6-61)-y toManagernent
Audit Branch.

2. Revietli and -filing by Supervisory levelt.

Project Termination Report Form PMS-5

Purpose:

1. To authenticate termination of projects and cessation of project adtivities.
Responsibilities:

111.
Initiation by Proje::t Director.;

2. Review by intermediate supervisors.

3, Final disposition of PMS-5 by authority ariprOving the project plan.
Procedure

1. Prepare within 10 days of cessation of project. activities original and 3 additional
copies of PMS-5. Retain 1 copy and submit original and 2 copies to next higher leVel
of supervision. I
Intermediate Supervisory LevelsReview and suggest modifications as necessary.
Submit original and 1 copy to the appropriate authority-which approved the project
plan. In addition, 1 copy to Management. Audit Branch.

3. Approving AuthorityReview and take appropriate approv.al/disapproval. action.
Transmit original to Project Director and 1 signed copy to Management Audit
Branch.

ample PMS Forms

PMS Form-1
PMS Form-2
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PROJECT
SPECIFICATION

FORM PM -1,

PROJECT TIT CONTROL ODE

A. 'PROJECT LOCATION:

ORGANIZATION

PROJECT DIRECTOR

TELEPHONE NUMBER DATE

PROJECT DESCRIPTION

B. PROJECT CLASSIFICATION:
TYPE OF PROJECT (X) INSTALLATION SCOPE (X) TESTING NATURE (X) DECISION FRAMEWORK (X)

RESEARCH STATEWIDE 0 PILOT-TEST $ STRATEGIC

0 PLANNING DISTRICTWIDE NON-PILOT 0 MANAGEMENT -

0 DEVELOPMENT 0 COMPLEXWIDE

0 EVALUATION 0 SCHOOLWIDE
COMPREHENSIVE 0 NON -INSTALLATION.

INSTALLATION .

C. WHY IS THIS PROJECT DESIRABLE?

D WHAT WILL THIS PROJECT ACCOMPLISH? CLEARLY STATE PROJECT OBJECTIVES:,

E. WHAT IS THE SCOPE OF THIS PROJECT? (TARGET GROUP, AREA, ETC.)

FOR TA



SCHEDULE:

START DATE_ COMPLETION DATE
I

- DURATION
nine

PROJECT _PLAN:,

AT TA UNATTACHED. SCHEDULED FDR,COMRLETION_
(Date

Ft ESTIMATED PROJECT COST:

PROJECT COST _

pEitSONNEL

OTHER EXPENSES

TOTAL COST

SOURCE OF FUNDS

GENERAL

SPECIAL

FEDERAL

TOTAL COST

AMOUNT

AMOUNT

S

_ND. OF POSITIONS

PROGRAM or PUBLIC LAW (Pi.)

DiTIONAL ALLOTMENT MED

AUTHORIZATION

n
I. AUTHORIZATION TO PROEED WITH DEVELOPMENT OF PROJECT PLAN:

APPROVED DISAPPROVED RETURNED1111

Signpture Tit Date

VERIFICATION OF PROJECT CLASSIFICATION

TYPE OF PROJECT (Xi

I- NAPPROPRIATE
PLEASE CHANGE TO:

INSTALLATION SCOPE (X)

APPROPRIATE

INAPPROPRIATE
I-1 PLEASE CHANGE TO:

TESTING NATURE (X)

ElAPPROPRIATE

INAPPROPRIATE
PLEASE CHANGE TO:

DECISION FRAMEWORK (X)

U APPROPRIATE

INAPPROPRIATE
_ PLEASE CHANGE TO

PROJECT PLAN REQUIRES APPROVAL OF:

DIRECTOR. MANAGEMENT SERVICES BRANCH
OFFICE OF RESEARCH AND PLANNING

Date
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0 REVISED PROJECT PLAN

A. PROJECT LOCATION:

ORGANIZATION

PROJECT DIRECTOR

TELEPHONE NUMBER- DATE_

PROJECT CLASSIFICATION

B. PROJECT CLASSIFICATION /
TYPE OF PROJECT (X) INSTALLATION SCOPE (X) TESTING NATURE (X) DECISION FRAMEWORK (X)

RESEARCH 0 STATEWIDE El PILOT-TEST El STRATEGIC

0 -PLANNING 0 DISTRICTWIDE ONON-PILOT MANAGEMENT

0 DEvELOPMENT ED COMPLEXWIDE.

DEVALUATION 0 SCHOOLWIDE

DCOMPREHENSIVE 0 NON-INSTALLATION

0 INSTALLATION

VERIFICATION OF FUNDS

C. VERIFICATION ON AVAILABILITY OF PROJECT FUNDS;

0 FUNDS SPECIFIED IN PROJECT PLAN AREAVAILABLE 0 FUNDS ARE NOT AVAILABLE.

ASSISTANT SUPERNTENDENT FOR BUSINESS SERVICES

GENERAL

SPECIAL

FEDERAL

Date

AUTHORIZATION

D. AUTHORIZATION TO START PROJECT AND ALLOT FUNDS:

0 DISAPPROVED RETURNED

Signature Title Date
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Appendix C.. PLANNING, PROGRAMMING; BUWETING,SYSTErsil (PPBS)

1.. Description of the Planning, Programming, Budgeting System
The. Planning, Programming, Budgeting System (PPBS) is the system through which the
Department of Education and all other Departments of the State develop program plans
and seek the resources necessary to carry out the plans. The major components of the
system are as follows:

Planning Identification of the information which js fundamental to any
large-scale activity, such as objectives; Measures of effectiveness;
alternative ways of achieving objectives in relation to costs; effec-
tiveness implications; trade offs among the alternatives; and the
set.of assumptions, risks and uncertainties against which each of
the alternatives must be viewed.

Prograrnming Description of those programs which are to be implemented over a
six-year period. The description is to include what the programs
are, howithey are to be implemented, when they are to be imple-
mented,and the costs associated with the implementation activ-
itieS.

Budgeting Identification of the dollar requirements and funding source to
develop and introduce a new program or capability, and then
plaCing that program or capability into operational use. Funding
sources include ge eral fund, special fund, and federal funds.

Evaluation Identification and explanation of significant variations between
what was planned earlier and what was actually attained one year
later. The variations are to be noted in the three areas of costs,
effectiveness and activities for each of the prOgram categories
appearing at the lowest level of the Department's program struc-
ture.

2; Major Products of Planning, Programming, Budgeting System
The Planning, Programming, Budgeting System produces, on a regular basis, certain
docuMents for specific purposes. In dition, other documents are produced as needed.
The major outputs of the system and he date of publication of each are as follow:*

A. THE MULTI-YEAR PROGRAM AND FINANCIAL PLAN

This is a document which displays the State's programs, grouped in accordance
with the objectives to be achieved. The document includes program plans which
describe the programs recommended to implement the statewide and program
objectives and the manner in which the recommended programs are to be imple-
mented over the next six fiscal years. Also included is a financial plan which shows
the fiscal implications of the recommended programs for the next six fiscal years.

'Documents required by Act 185, on a Regular Basis.
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Date of Publication: Biannually, in December of each eVen-numberedcalendar
year. The document is prepared for use during the legislative session convening
during January of the following_odd-numbered calendar year.

B. THE EXECUTIVE BUDGET

This document presents the financial requirements for the next two fiscal yeals to
carry outthe recommended programs. The requirements are the amounts which
must be budgeted if the plans are to be implemented as recommended. The docu-
ment provides detailed information fo4kthe first two budget-period years of the-
financial plan. Also included is a summary of State receipts and revenues for the
last completed fiscal year, la revised estimate for the fiscal year in progress, and an
estimate for the succeeding biennium (the following budget eriod).

Date of Publication: Published biannually, at the same time as the Multi-Year
Program and Financial Plan, for use by the Legislature during each odd-numbered
calendar year.

Note: The administration has chosen the option of combining items a and b into a
single. document (The Multi-Year Program and Financial Plan and Execu-
tive Budget,,ometimes referred to as the Plan/Budget), as provided for in
Act 185.

PROGRAM MEMORANDA

Program Memoranda were Made a formal part of the system as part of the 1974
revisions to Act 185. They were designed as a substitute for the individual nar-
ratives previously required for-higher level programs. Narratives are now required
(in the Plan) for lowest level programs only. A Program,Meniorandum is prepared
for each of the eleVen major program areas (Level I Programs). The memoranda
provide an overview of each major program, the principal changes being proposed
for it, along with the analytic rationale for those changes, an assessment of emerg-
ing problems and' alternative solutions thereto, and finally, they suggest a possible
program of analysis to meet the emerging problems.

Date of Publication: Published biennially, in conjunction with the submission of
the Plan and Executive Budget. The Program Memoranda are to be delivered to the
Legislature by the opening day (in January) of each odd-numbered calendar year's
session_

THE VARIANCE REPORT

The Variance Rep/on is for the purpose of identifying and explaining variances in
actual program performance and planned program performance. Variances in
effectiveness, costs, personnel positions, and program size indicators (target groups`
and activities ) are included'.

Date_of Publication: Annually, no, less than twenty days prior to the convening of
each regular session of the Legislature, for use in the legislative session convening
the following January. The Variance Report is the only document required on an
annual basis.



SUPPLEMENTAL BUDGET

During each even - numbered year's legislativesession, the administration may sub-
mit Jo the Legislature .a Supplemental Budget to amend any.appropriation for the
current fiscal biennium. The SUpplerrientallBudget must reflect the changes being.
proposed in the State's program and financial plan. The document is not a legal
biennial requirement, but as a practical matter it is almost a certainty that one will
be required every other year.

Place of Planning, Programming, Budgeting System in the
DepartMent's OVerall Planning System

The Planning, Programming Budgeting System appears -at. the. four(h level of the,
Department's overall planning system described below:

Level and Type of Planning

State

II: Departmental--
,Long-Term

III: Departmental
Intermediate Term
(6-12 years)

Purpose 8 Description.

To identify goals, or commitments to action, for entire
State. Makes assumptions and estimates of long-range (up
to year 1985) changes in the State's social and economic
conditions, among them population growth, patterns of
land use, transportation and recreation; and provides a
basis for departmental decision-makers to identify their
goals and program plans.

Principal State of Hawaii General Plan
Document: (Revised)

Principal User
in DOE: BOE, State Superintendent

To specify the long-range objectives and program coMmit
ments for public education (up to year 1985) in the light of
Level I planning. Reports on philosophy of education;
societal expectations; the broad commitments of policy,
directions, and expectations of the Governor and the
Legislature, and the overall framework for curriculum
planning.

Principal
Document:

Principal
Users:

Master Plan for Public Education in Hawaii

DOE Leadership Group (Assistant and
District Superintendents)

To translate the Master Plan into specific academic, guid-
ance, student activities and administrative programs.
Specifies the minimum levels of program offerings to each
student regardless of size or location of the school in which
the student is enrolled.



IV: Departmental
Short Term
(6 years)

Departmental
Operational

Principal
Document: Foundation Program

Principal
Users: DOE Leadership Group and Principals

To translate the Foundation Program into specific program
plans and strategies. Using the techniques and-format of
PPBS, objectives are specified; alternative programs are
identified hnd analyzed in terms of-their costs -and effec-
tiveness; and specific programs selected.

Principal
Document

Principal
Users:

Multi-year Program and Financial Rim,
Special Analytic Studies ,

DOE Leadership; Department of Budget and
Finance, Legislatures Governor

To translate all plans and decisions intodetailed programs,
Specific learning outcomes are prepared; personnel screer-
ing and hiring procedures are identified; in-service train-
ing procedures are set up; brochures for communities,
parents, and students are prepared; monitoring system for
quantity and quality control are developed; and evaluation
and feedback procedures-are developed.

Principal
Documents:

Principal
Users:

Curriculum Guides, Handbooks

Teachers and Principals

, For a fuller discussion on`-the Planning, Programming, Budgeting System, the reader is
referredlo Procedures Handbook for State and District Offices, PPB System, Office-of

:. Research and Planning, TAD 74-8727, December 10, 1974.


